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ACTION REQUESTED BY THE SUPERINTENDENT: 
  
That the School Board receive for information the revision made to Regulation 5-38, 
Medical Leaves. 
 
_____________________________________________________________________ 
 
KEY POINTS: 
 
Regulation 5-38, Medical Leaves has been revised to change the due date for the 
“Principal’s Monthly Report of Employee Absences” from the 15th of the month to the 
12th of the month. 
 
• The Payroll Department receives thirty-four (34) “Principal’s Monthly Report of 

Employee Absences” each month and is responsible for verifying each leave report 
and accompanying substitute forms.  In addition, the Payroll Department processes 
approximately 1,900 other payroll changes monthly.  Due to these time consuming 
processes and the growth of the division, it is becoming increasingly difficult for the 
Payroll Department to complete all tasks in the time required to process the payroll.  

 
• The appropriate Principal/Director/Supervisor and leave entry personnel will receive 

written notification at least one month in advance of the change in the due date.  
The current cut-off for leave entry is the 10th of the month and will not change.  
Leave entry personnel will have two (2) days to finalize their report and send to the 
Payroll Department.  

 
• The recommended change appears on page 2 of Regulation 5-38. 
 
SCHOOL BOARD GOAL 6: Introduce programs to enhance employee status, within 
the school division and the community at large, so that employees are aware of their 
value to school and community. 
 
FUNDING SOURCE: N/A         
 
AUTHORIZATION REFERENCE:  N/A 






















